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Jidda, Saudi Arabia 


December 15, 1952 


TO: Division Chiefs 
FROM: Edward Betzig 
RE: Monthly Reports 


In view of the expansion of our TCA offices and the knowledge 
gained from experience, I am onee again writing regarding the procedure 
for submission of Monthly Reports from the various Divisions, 


This memorandum will supersede previous memoranda on this 
subject and will give additional detail which will prove helpful 
in keeping TCAMashington and the Saudi Arabian Government informed 
of our program, 


I. Date of Submission 


Monthly Reports are to be submitted on the 25th day of the 
month covered by the report, This does not allow for the 
completion of the month's activities but is necessary in 
order that Monthly Reports may be submitted to Washington 
within the prescribed time. 


If, at any time, it is not possible to aitmit the report 
on or before the 25th, I would appreciate being so informed, 


TI, To Whom Submitted 


The Monthly Reports are to be submitted to the Country 
Director with one carbon being submittied separately to me. 


ITZ. umber of Copies 
Original and four carbon copies should be made of each report, 
(a) Original and three copies submitted to Country Director 


1. Copy for Monthly Report file, 
2. Copy for Chron files, 

3. Copy for Division file, 

4. Copy for TCA/Washington 


(b) ne copy to BE, Betzig to be used as work material in 
preparing the Monthly Report for the entire program, 


If, in addition to these copies, Division Chiefs wish to retain 
a copy in their desk files they may have a copy made for that 
purpose. Central files are available to all Divisions however, 


available from our stock room, 
The reports may be writting in Memorandum form: 
Memorandum To: (Country Director) 
From: (Chief of Division) 
Re: Activities (Month and Year) 

The report should briefly cover the following matters: 

a) Significant developments during the reporting month in the 
particular Division's area, Problems and difficulties encountered 
should be noted, Note specific measures of accomplishments as number 
of wells drilled, subjects being studied, ete, 

b) Outline any political, economic, and social conditions and 
developments during the month affecting the Division's operation. 
Include any legislative developments affecting the Division, 

6) List new requests for new projects or expansion of going 
projects, indicating the estimated relative contribution of U.S, and 
host governments 


d) List any developments in trainee programs, problem of 
selection, ete, 


@) Progress in training local personnel to take over program 
operation. 
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We shall be glad to discuss any questions or comments you may 
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ETBLD PROGRAM MEMORANDUM #2 December 15, 1952 
10: Division Chiefs 

FROM: Edward Betzig 
RE: Reports to Seudi Arabien Government Officials 


This memorandum will supersede the portion of the June 15th 
memorandum from Dr. Stratton which covers the submission of reports 
to officials of the Seudi Arabian Government. 


The Liaison Office has notified us that they require three 


copies of any correspondence or reports which are to be translated 
and transmitted to the Government, 


In order ® meet this requirement and to keep our office files 
Complete, all such correspondence and reports should be prepared as 
follows: Seven copies - 


a) Original and two carbons for Liaison Office, 
Letters should be on TCA letterhead bond and tissue), 
Originals of Reports may be on plain bond vith a) te 
heading typed in - carbons on plain white tissue). 


b) Four carbons for central files, 














TOs Division Chiefs 
FRM: Edward Betzig 
RE: Teehnical Reports to Agencies 


This memorandum will supersede the portions of June 15, and 
June 16,1952, memoranda from Dr. Stratton, concerning the filing of 
technical reports with action agencies, 


The Country Director is responsible for the operations of the 
Point Four Program in Saudi Arabia. 


Agreements between TCA and the Technical Agencies provide that 
field technicians provide technical reports and operations memoranda 
for their agencies, 


In order that the Country Director may be fully informed as to 
the work of all Divisions, it is requested that the following procedure 
in handling correspondence and reports to technical agencies: 


: Copy for ehron file, 
>) Copy for Division file, 
3. all and reports which do not deal with these 


4. Signature should be followed by title of Division Chief, 
5. Identification with TCA should be clear, 
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All TCA Staff Members 
FROM: &, F, Sinclair, Acting Executive Officer 


TO: 
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In order to obviate any such results, it is requested thet: 
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UNITED STATES OF AMERICA 
TECHNICAL COOPERATION ADMINISTRATION 
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Ovtober 22, 1952, 
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BRATION ADMINISTRATION 


“dda, Saudi Arabla.....--—~........ 
Nove ber 16, 1952 


MEMORANDUM 10: 
FROM: 


RE: 


All TCA S,aff Members 


Edward Betzig 
Acting U.S, Country Direetor 


Inoculations 


According to latest information received from the Embassy, the 
following innoculation schedule is suggested for the welfare of 
TCA staff members and their dependents: 


Cholera: - 
Typhus: 
Typhoid: 
Smallpox; 


Yellow fever: 


Tetanus: 


booster shot every year 
booster shot every year 
booster shot every year 


once every three years (with exception phat it 
cannot be over one month old prior to entry into U.S.) 


not officially required but reinnoculation within 
four years if innoculation already received 


not offbeially required and information regarding 
reinnoculation unavailable 


While the Embassy has stated that it will notify personnel fy 
when shots are due, it is suggested that parsonnel also keep thet 
own _pupplementary records, 
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